TEAM CHARTER – CULMINATING PROJECT BUSINESS ECONOMICS


Instructions
· Submit a 2-to 4-page charter for your team
· Audience: Members of team; Instructor
Your mission this week is to develop your Team Charter. As soon as your team members have submitted their initial pitches from their independent activity, your team needs to
1. Hold your project kick-off meeting
2. Choose a focus for your consulting project
3. Develop your team charter.
Schedule the Kickoff Meeting
Kickoff Meeting Agenda
At your first meeting discuss your expectations (and concerns) about managing this project.

Discuss and consider what has worked well and poorly in previous team/group projects you have been involved in.

Discuss the problem definitions and pitches.
REQUIRED SECTIONS of your charter
· Team name with explanation why the name was chosen — have fun with the names, but keep it professional and respectful. This name will be on the final manual you would give to the client/your boss/etc.
· Goals and Values
· Potential Obstacles: Consider personal, professional, educational, other
· Ground Rules/Expectations of all team members — REMEMBER, you will be receiving a team/peer grade as will every member of your group for how well they worked as part of your team. Create the expectations now so no one is surprised at the end of this project.
· Strengths and Weaknesses: individual and/or overall team
· Operation procedures for team meetings (when will you meet, where, how often?), team communication (best way, what happens if someone doesn’t respond quickly or at all?), conflict within your team, (not) meeting deadlines, etc.
· Team roles/positions for each team member (see next page). Due to team sizes, these roles may need to be adjusted and some team members may have multiple roles (e.g. the technical presentation may require several members)


Team Roles

Project Manager
Coordinate information, maintain records (including meeting notes), identify deadlines, and keep on top of other team members’ work to ensure deadlines are being met and completed.
Responsibilities
Oversee team communications, meetings (agendas and notes) and deadlines. Reports problems and project status updates to the Project Manager’s boss (the Group Project Manager).
Deliverables
· Create meeting agendas and records meeting minutes during team meetings
· Record workflow and process of team assignment completion in necessary program/format

Technology/Design Expert
Has the technical expertise to incorporate the information provided by the team members’ into the final presentation in the most compelling way to convey the team’s culminating project.
Responsibilities
Meets regularly with team members as the presentation is developed.  Everyone on the team will be expected to sign off that their information is presented in the most effective way.  
Deliverables
· Create a wireframe (storyboard) for the presentation so everyone can see where their content will be implemented
· Encourage other team members to submit their information in “print” ready format.  You should not be expected to correct spelling or gramma
Analyst & User Research
Ensure presentation of the elements of your project are substantiated by research & document creation. Responsible for implementing and presenting various data reports in the most effective (and accurate) way to make your point.
Responsibilities
· Be aware of various economic principles being applied. Understand what is required for assignment.
· Ensure each component is being addressed by someone within the team. Provide support and expert knowledge for all team members to ensure the presentation is effective for a non-specialist to understand.
Deliverables
· Conduct and share research on the selected non-specialist user and “problem” that needs to be addressed
· Why is it a problem?
· How did it become a problem?
· What is at stake if the problem isn’t addressed/fixed? Etc.)
· Provide the research/background information necessary for the final Recommendation Report.

Interface Analyst & User Research
Focused on creating consistent and predictable layouts. Ensure all deliverables meet requirements and adhere to branding of the group. Focus on aesthetics of user interface and any related materials by strategically implementing CRAAP HATS and images.
Responsibilities
Streamline all deliverables to ensure consistency in branding and formatting. Communicate and collaborate effectively with team members Ensure needs of non-specialist reader is being met through layout and design to ensure ease of locating and understanding information presented is concise and effective.
Deliverables
· Create a technical document template and format all team documentation accordingly
· Compile and prepare all team documentation (deliverables created and written by all members of team) into a well-organized, easy-to-navigate final manual. Responsible for adherence to business writing formats/layouts, proper CRAAP integration, etc.

Deliverables Specialist
Final gatekeeper of information before submitted. Attention to detail required to ensure all needs and expectations of your reader are met and no simple mistakes (formatting, spelling, etc.) occur. Submit all documents on time.
Responsibilities
· Organize team’s documentation/ deliverables.
· Store all documentation in a central location for team
· Submit final deliverables of ALL positions to instructor in proper format and by stated deadlines through Canvas.
Deliverables
Proofread and review all documents to ensure meet requirements of Paramedic and business writing/formatting (collaborate with User Interface/Visual Designer)

Notes:

Source: Writing Commons

